Table of Contents

August 25, 2000

M odule 1
Fundamentals

Fundamentals of the Modern DCPDS
Overview O-1
Chapter 1 --- What isthe M odern DCPDS? 1-1
What is the Modern DCPDS? 2
Why Build the Modern DCPDS? 6
How Doesthe Modern DCPDS Work? 7
Benefits to the User 9
Data and Task Flow in the Modern DCPDS 10
Chapter 2 --- L ogging On and Access 2-1
Logging On 2
Navigator Window 5
Roles and Responsibilities 12
Switching Your User Responsibility 17
Changing Y our Password 19
Logging On as a Different User 21
Exiting the Modern DCPDS 22
Security in the Modern DCPDS 23
Routing Lists 25
Chapter 3 --- Navigating the M odern DCPDS 31
Windows Terminology 3
Main Menu Bar 12
Toolbar Buttons 25
Keyboard Shortcuts 27
Navigating Within a Window 29
Refreshing a Window 31
List of Values 32
Enter Dates Using the Calendar 37
Flexfields 39
New Record 42

Table of Contents, page 1

Continued on next page



Table of Contents, Continued

August 25, 2000

M odule 1
Fundamentals

Fundamentals of the Modern DCPDS (cont)

Chapter 3 --- Navigating the M odern DCPDS (cont) 31
Delete Record 43
Copying and Moving Data 44
Clear Data 46
Duplicating a Data Field 47
Editing a Data Field Using the Editor Window 48
Direct Data Updates 50
Saving Y our Work 53
Printing a Window 55
Attaching a Document 56
Viewing and Printing the Attachment 62
Deleting an Attachment 63
Copying an Attachment from Another Record 64
Viewing and Changing Quick Codes 65

Continued on next page

Table of Contents, page 2



August 25, 2000

Table of Contents, Continued

Module 1 Fundamentals of the M odern DCPDS (cont)
Fundamentals
Chapter 4 --- Dated I nformation and DateTracking 4-1
Dated Information 2
Understanding DateTrack 3
Altering the DateTrack Effective Date 6
Viewing DateTracked Information and History 8
Updating and Correcting DateTracked Information 11
Chapter 5 --- Updating and Viewing the Employee 5-1
Record
Updating the Employee Record 5
Using Assignment 5
Using Extra Information 7
Using Special Information 11
Using Others 17
Viewing the Employee Record 21
Address Information 21
Assignment Information 22
Chapter 6 --- Retrieving Records 6-1
Main Menu Bar 3
Finding Records 4
Reviewing Retrieved Records 12
Chapter 7 --- Folders 7-1
Folder Menu and Folder Tools 3
Defining Query Criteria for a Folder 5
Sorting the Order of Datain a Folder 8
Customizing the Display of Data in a Folder 10
Managing Folder Definitions 13

Continued on next page

Table of Contents, page 3



August 25, 2000

Table of Contents, Continued

Module 1 Fundamentals of the M odern DCPDS (cont)
Fundamentals

Chapter 8 --- Reports 8-1
User Requested Reports 12
Viewing a Requested Report 17
Changing Request Options 29
Canceling Requests 31
Reprinting Requests 32

Chapter 9 --- Productivity Event Tracking 9-1
Chapter Overview 1
Adding or Viewing Event Codes for an RPA 4
Adding or Deleting Event Codes 11
Productivity Edits 12

Chapter 10 --- Civilian Inbox 10-1

Chapter 11 --- Other Toolsin the Modern DCPDS 11-1
Using the Application Data Extract (ADE) Tool 2
Using GhostView 9
Corporate Management Information System (CMI1S) 12
End User Layer 13

Chapter 12 --- Trouble Shooting\Frequently Asked 12-1

Questions
Responding to System Error Messages 2
Frequently Asked Questions 4

Module 2 Position M anagement and Classification Using
Position the M odern DCPDS

Overview O-1

Chapter 1 --- Building Positions 1-1
Overview 1
Position Flexfields 2
Building a Position 25
Validating the Position 52
Building a Position’s Organization Address (POA) 54
Building a Virtual Position 59

Continued on next page

Table of Contents, page 4



August 25, 2000

Table of Contents, Continued

Module 2 Position M anagement and Classification Using
Position the M oder n DCPDS (cont)

Chapter 2 --- Managing Positions 2-1
Querying Positions 2
Validating an Invalid Position 5
Quick Copying a Position 9
Changing Unencumbered Positions 22
Changing Encumbered Positions 28
Terminating and Deleting a Position 44

Chapter 3 --- Managing Position Hierar chy 3-1
Viewing aList of Employees by Position Hierarchy 4
Querying a Position Hierarchy 6
Building a Position Hierarchy 9
Linking a Position to the Position Hierarchy 16
Deleting a Position from a Position Hierarchy 18
Using Application Data Export (ADE) 22

Chapter 4 --- COREDOC 4-1
Accessing and Navigating in COREDOC 2
Creating a Core Document 11
Viewing and Printing an Existing Core Document 45
Modifying a Core Document 49
Attaching a Core Document to a Request for 81
Personnel Action (RPA)

Continued on next page

Table of Contents, page 5



August 25, 2000

Table of Contents, Continued

Module 3 Processing Requests for Personnel Actions
RPA Using the M odern DCPDS

Overview O-1

Chapter 1 --- Processing a Request for Personnel Action 1-1
Overview 1
Request for Personnel Action Form 3
Saving and Routing a Request for Personnel Action 33
Printing a Request for Personnel Action 40

Chapter 2 --- Accessing Requests for Personnel Actions 2-1
Accessing Personnel Actions from the Navigator 2
Window
Viewing Personnel Actions from the Navigator 9
Window

Chapter 3 --- Examples of DoD Customized Request for 31

Personnel Action
Nonappropriated Fund Request for Personnel 1
Action
National Guard Bureau Request for Personnel 8
Action
Local National Request for Personnel Action u/D

Continued on next page

Table of Contents, page 6



August 25, 2000

Table of Contents, Continued

Module 4 Staffing Using the Modern DCPDS
Staffing

Overview O-1
Navigation List 5
NOA Families Used in Staffing 9

Chapter 1 --- Building an Applicant 1-1
Building an Applicant 3
Building an Address 6
Accepting an Applicant 7
Deleting or Purging an Accepted Applicant 11

Chapter 2 --- Building an External User 2-1
Building an External User 3
Completing the Enter and Maintain External User 5
Window
Completing the Application Window 7
Changing Statusto “ Accepted” 8
Assigning a Virtual Position 9
Changing Type to “External User” 10
Assigning an External User to a Different Position 12

Chapter 3 --- Overview of Resumix Functionality 3-1
Create Requisition 3
Create Applicant 11
Refresh 14

Chapter 4 --- Placement Actions 4-1
Processing a Recruit/Fill 3
Processing Promotions/Change to Lower Grade 6
(CLG)
Processing Reassignments 9
Processing a Change of Appointing Office (CAO) 11
Processing a Transfer 14

Continued on next page

Table of Contents, page 7



August 25, 2000

Table of Contents, Continued

Module 4 Staffing Using the M odern DCPDS (cont)
Staffing

Chapter 4. Placement Actions (cont) 4-1
Processing a Not-to-Exceed (NTE) 15
Updating and Viewing Education Data 18
Processing a Retained Grade 19
Processing a Detall 23
Processing Career Program Information u/D
Processing Acquisition Information U/D
Processing Priority Placement u/D

Chapter 5. Changing Employee Records 5-1
Processing Name Changes 2
Processing Realignments 4
Processing Position Changes 9
Processing a Change in Title 12

Chapter 6: MassActions 6-1
Processing a Mass Realignment 3
Processing Mass Pay Adjustments 18
Viewing Current Pay Tables 30
Viewing Past Pay Tables 33

Chapter 7. Cancellations and Corrections 7-1
Processing Cancellations 8
Processing Corrections 10
Using the DoD Reconstruction NOA 911 Process 12
Using the Pseudo SF50 16
Processing Correctionsto an NTE Date 18

Chapter 8 --- AUTORIF Extract 8-1
Creating an AutoRIF Extract File 2

Chapter 9 --- Severance Pay 9-1
Severance Pay Calculator 2

Continued on next page

Table of Contents, page 8



Table of Contents, Continued

August 25, 2000

Module5
Wor kforce
Relations

Wor kforce Relations Using the Modern DCPDS
Overview O-1
Chapter 1 --- Performance Plans 1-1
Chapter 2 --- Performance Appraisal Information 2-1
Entering Performance Appraisal Data 2
Adding a Performance Appraisal 5
Entering Nonappropriated Fund Appraisal Data 6
Entering Air Force Technical Appraisal Data 8
Processing Mass Appraisals 9
Chapter 3 --- Award Information 31
Entering aMonetary Award 2
Entering a Non-Monetary Award 6
Correcting Existing Award Data 10
Deleting Non-Monetary Award Data 12
Processing Mass Awards 13
Chapter 4 --- Adverse Actions and Reprimands 4-1
Preparing an RPA for Adverse Actions 2
Documenting Adverse Actions 8
Documenting Reprimands 12

Table of Contents, page 9

Continued on next page



August 25, 2000

Table of Contents, Continued

Module 6 Administering Pay, Benefits, and Entitlements
Benefits Using the M oder n DCPDS
Overview O-1
Chapter 1 --- Viewing Pay, Benefits, and Entitlements 1-1
Data
Viewing Current Pay, Benefits, and Entitlements 2
Data by Employee
Viewing Pay, Benefits, and Entitlements History 6
Viewing aList of Employees by Element 9
Chapter 2 --- Updating Pay, Benefits, and Entitlements 2-1
Data
Processing a Change in FEGLI 3
Processing a Living Benefits Election 6
Initiating or Updating a Pay, Benefits, and 14
Entitlements Element (Without an RPA)

Continued on next page

Table of Contents, page 10



August 25, 2000

Table of Contents, Continued

Module 7 Employee Training and Development Using the
Training M odern DCPDS

Overview O-1

Chapter 1 --- Requesting Training 1-1
Overview 1
Completing the Training Request Form 2
Printing the Training Request Form 10
Completing Additional Training Request Forms 11
Viewing the Training Request Form History 12
Processing OTA Actions in the Civilian I nbox 15

Chapter 2 --- Arranging Training 2-1
Creating a Local Supplier for aLocal Activity 3
Defining an Activity 12
Scheduling an Event 21
Querying for an Event 31
Copying an Event 33
Creating a One Time Event 38
Using the Bulletin Board 40
Building and Booking Resources 43

Chapter 3 --- Managing Enrollments, Attendance, and 3-1

Cancellations
Enrolling an Employee 2
Verifying Enrollments 13
Entering Additional Enrollments 14
Mass Updating Enrollments 16
Changing Maximum Attendees 19
Double-Booking an Enrollment 21
Canceling an Enrollment 22
Building and Enrolling External Students 25

Continued on next page

Table of Contents, page 11



August 25, 2000

Table of Contents, Continued

Module 7 Employee Training and Development Using the
Training M oder n DCPDS (cont)
Chapter 4 --- Training Completions and Evaluations 4-1
Managing Completions and Evaluations 3
Recording Completed Training in HR 7
Recording Required Training in HR 11
Retrieving Completed/Required Training in HR 13
Retrieving Training in HR for aList of Employees 14
Chapter 5 --- Lettersand Notifications 5-1
Defining Standard L etters 3
Submitting an Automatic L etter Request 5
Sample Letters and Certificates u/D
Chapter 6 --- Reports 6-1
Printing Reports and Forms 2
Retrieving Training Cost Data 11
Chapter 7 --- Setting Up L ocal Codes 7-1
User and Extensible Codes 2
Making Quick Code Changes 5

Continued on next page

Table of Contents, page 12



August 25, 2000

Table of Contents, Continued

Module8 | Payroll Management Using the M odern DCPDS
Payroll

Continued on next page

Table of Contents, page 13



Table of Contents, Continued

August 25, 2000

Module9
Non
Appropriated
Fund

Non-Appropriated Fund Using the M odern
DCPDS

M odule Overview 0-1
Before Y ou Begin 2
Terms 4
NAF Categories of Responsibilities 4
NAF Personnelist Navigation List 5

Chapter 1. Building Non-Appropriated Fund Positions 1-1
Overview 1
Building a NAF Position 3
Building a NAF Position’s Organization Address 26

Chapter 2: Building Non-Appropriated Fund 2-1

Applicants
Overview 1
Building a NAF Applicant 3
Accepting a NAF Applicant 6
Mass Updating NAF Applicants 10
Deleting or Purging a NAF Applicant 12

Chapter 3: Non-Appropriated Fund Request for 31

Personnel Actions
Overview 1
NAF RPA 2
Taskflow Buttons 2
Saving and Routing the RPA 21
Routing Window 22
Printing the RPA/NPA 28

Continued on next page

Table of Contents, page 14



August 25, 2000

Table of Contents, Continued

Module 9 Non-Appropriated Fund Using the M odern
Non DCPDS (cont)
Appropriated
Fund
Chapter 4: Updating and Viewing Non-Appropriated 4-1
Fund Employee Records
Overview 1
Updating NAF Records 3
Accessing the People Window 3
Updating a NAF Employee’ s Address 4
Updating and Viewing Assignment 6
Information
Updating Extra Person Information 11
Updating Special Information 16
Chapter 5. Non-Appropriated Fund Mass Actions 5-1
Processing NAF Mass Appraisals 2
Processing NAF Mass Salary 9

Continued on next page

Table of Contents, page 15



August 25, 2000

Table of Contents, Continued

Module 10 L ocal Nationals Using the Modern DCPDS
L ocal
Nationals
M odule Overview 0O-1
LN Responsibility List 0-3
LN Personnelist Navigation List O-4
LN Personnelist Naviation List - Germany O-4
LN RPA Navigation List O-5
Chapter 1. Building L ocal National Positions 1-1
Overview 1
Accessing the Position Window 2
Building an LN Position 3
Chapter 2: Building L ocal National Applicants 2-1
Building LN Applicant 3
Accepting an LN Applicant 6
Mass Updating Applicants 9
Deleting or Purging an LN Applicant 11
Chapter 3: Local National Request for Personnel Action 3-1
LN RPA 3
Taskflow Buttons 6
History 6
Extralnformation 8
Accessing the Extra Information DDFs 9
DDFs Used with Most LN Actions 10
Unique DDFs 16
Remaining Taskflow Buttons 19
LN NOAs 19
LN RPA Navigtion List 19
LN NOA Families 19
LN Forms 31

Continued on next page

Table of Contents, page 16



August 25, 2000

Table of Contents, Continued

Module 10 L ocal Nationals Using the M odern DCPDS
L ocal
Nationals (Com)
Chapter 4: Updating and Viewing L ocal National 4-1

Employee Records
Updating LN Records 3
Accessing the People Window 3

4
6

Updating an LN Employee’s Address
Viewing Assignment Information

Updating Extra Person Information 11

Unique DDFs for Specified Countries 17

Updating Special Information 21

Chapter 5. LN MassActions 5-1

Processing LN Mass Appraisals 3

Processing LN Mass Awards 10

Processing LN Mass Realignment 22

Processing LN Mass Salary 30

Module 11 National Guard Using the Modern DCPDS

National
Guard

Continued on next page

Table of Contents, page 17



Table of Contents, Continued

August 25, 2000

Module12 | Demonstration Projectsin the Modern DCPDS
Demos
Overview 0O-1
Chapter 1 --- Air Force Laboratory Personnel 1-1
Demonstration
Chapter 2 --- Army Laboratory Personnel 2-1
Demonstration
Chapter 3 --- China L ake Pay Demonstration 31
Chapter 4 --- Naval Research Laboratory (NRL) Pay uU/D
Demonstration
Chapter 5 --- Space and Naval Warfare System u/D
Command (San Diego Demo) Pay Demonstration
Chapter 6 --- Warfare Center (Silverdale) Pay u/D
Demonstration
Chapter 7 --- DoD Acquisition Demonstration Pay U/D
Module 13 Civilian Servicing Unit Application
csu
Application

Continued on next page

Table of Contents, page 18



Table of Contents, Continued

August 25, 2000

M odule 14
CATS

Complaints Action Tracking System

M odule Overview

Modern DCPDS Background

CATS Description

CATS Navigation List

Toolbar

Description of the Complaints Window (Header,
Region, Taskflow Buttons)

Data Fields and Buttons on the Complaints Window

Linking a Current User to the EEO Office ID, UIC,
or CCPO ID

Linking a User Not Currently in the Database to the
EEO Office ID, UIC, or CCPO ID

12

Terms and Definitions

10

Chapter 1: Entering Information Inquiry (Contact)

Data

1-1

Accessing the Find Complaints Window

Completing the Complaints Window

Completing the Complainant Alternate Region

Attaching a Document

N (AW N

Chapter 2: Entering | nformation On People Not In

Your Database

2-1

Accessing the Find Person Window

Completing the People Window

Chapter 3: Initiating a Pre-Complaint

Accessing the Complaints Window

Completing the Complaints Window

Header Information

Complainant Alternate Region

Pre-Complaint Alternate Region

Claims Taskflow Button

Bases Alternate Region

Incidents Alternate Region

Continued on next page

Table of Contents, page 19



August 25, 2000

Table of Contents, Continued

Module 14 Complaints Action Tracking System (cont)
CATS

Chapter 3. Initiating a Pre-Complaint (cont) 31
Alternative Dispute Resolution (ADR) Taskflow 11
Button
Bases Alternate Region 8
Incidents Alternate Region 10
Alternative Dispute Resolution (ADR) Taskflow 11
Button
Pre-Complaint Counsel Alternate Region 12
Pre-Complaint Closure Region 13
Offices Alternate Region 14

Chapter 4: Entering a Formal Complaint 4-1
Accessing the Complaints Window 2
Completing the Formal Complaint Alternate Region 3
Investigation Alternate Region 4
Offer of Resolution Alternate Region 5
Hearing Alternate Region 6
Final Action No Hearing Alternate Region 7
Final Action After Hearing Alternate Region 8
Civil Action Alternate Region 9
Consolidation Alternate Region 10
Closure Alternate Region 11
Class Action Alternate Region 12
Taskflow Buttons 13

Chapter 5. Consolidating a Complaint 5-1
Accessing the Complaints Window 2
Completing the Consolidation Alternate Region 4
Verifying Consolidation 5

Continued on next page

Table of Contents, page 20



August 25, 2000

Table of Contents, Continued

Glossary Glossary
Appendix A Position Data Elements for
Components/Agencies
Appendix B Navigation Paths to Per son-Related Data
Elements
Assignment Extra Information B-2
Element Entries B-5
Person Special Information B-12
Person Extra Information B-32
RPA Extra Information B-45
Appendix C Sort By Data Element
Index I ndex

NOTE: Placeholders have been included in several locations where current information is not

available. You will be notified of updates and provided materials replacing these
notices as soon as the information becomes available.

Table of Contents, page 21



August 25, 2000

THISPAGE LEFT INTENTIONALLY BLANK

Table of Contents, page 22



